Parental Leave Company Policy

1. Introduction

At [Company Name], we recognize the importance of supporting our employees
during significant life events, particularly the arrival of a new child. This
comprehensive parental leave policy is designed to provide our employees with
the time and resources they need to bond with their new family members while
maintaining job security and peace of mind.

11 Purpose

The purpose of this policy is to outline the parental leave benefits available to
eligible employees, establish clear guidelines for requesting and utilizing parental
leave, and ensure compliance with applicable laws and regulations.

1.2 Scope

This policy applies to all full-time and part-time employees who have been
employed by [Company Name] for at least 12 consecutive months prior to the
commencement of leave.

2. Eligibility

2.1 Eligible Employees

Employees are eligible for parental leave if they meet the following criteria:
e Have been employed by [Company Name] for at least 12 consecutive months
e Work a minimum of 20 hours per week on average

e Are welcoming a new child through birth, adoption, or foster care placement

2.2 Eligible Events

Parental leave may be taken for the following events:
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e The birth of an employee's child
e The placement of a child with an employee for adoption

e The placement of a child with an employee for foster care

3. Leave Duration and Pay

3.1 Primary Caregiver Leave
Employees who are the primary caregiver for the new child are eligible for:
o 20 weeks of fully paid leave

e An additional 4 weeks of unpaid leave, if desired

3.2 Secondary Caregiver Leave
Employees who are the secondary caregiver for the new child are eligible for:
e 10 weeks of fully paid leave

e An additional 2 weeks of unpaid leave, if desired

3.3 Flexible Usage
Employees may choose to use their parental leave in one of the following ways:

o As a continuous block of time immediately following the birth or placement of
the child

e Intwo separate blocks of time within the first 12 months after the birth or
placement of the child

* On areduced work schedule, spreading the leave over a longer period
(subject to manager approval)

4. Benefits During Leave

4.1 Continuation of Benefits
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During the paid portion of parental leave, all employee benefits will continue as if
the employee were actively working. This includes:

e Health insurance
e Dental insurance
e Vision insurance

e Life insurance

» Disability insurance

¢ Retirement contributions

4.2 Accrual of Paid Time Off

Employees will continue to accrue paid time off (PTO) during the paid portion of
their parental leave at their normal accrual rate.

4.3 Unpaid Leave Period

During any unpaid portion of parental leave, employees may choose to continue
their benefits coverage by paying their portion of the premiums.

5. Job Protection and Return to Work

5.1 Job Protection

Employees who take parental leave are entitled to return to the same or a
comparable position with equivalent pay, benefits, and working conditions upon
their return to work.

5.2 Return to Work

Employees are expected to provide at least two weeks' notice of their intended
return-to-work date. [Company Name] will make reasonable efforts to
accommodate any changes to the return date, subject to business needs.

5.3 Gradual Return to Work
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[Company Name] offers a gradual return-to-work program to help employees
transition back to full-time work. This program allows employees to work part-
time for up to four weeks while receiving full-time pay.

6. Application Process

6.1 Notification

Employees should notify their immediate supervisor and the Human Resources
department of their intention to take parental leave as soon as possible, but no
later than 30 days before the anticipated start date of the leave.

6.2 Required Documentation
Employees must complete and submit the following documents:
o Parental Leave Request Form

o Certification of Birth or Placement (e.qg., birth certificate, adoption papers,
foster care documentation)

o FMLA paperwork (if applicable)

6.3 Approval Process

The Human Resources department will review the leave request and supporting
documentation. Approval will be granted within 5 business days for all eligible
employees who have submitted complete and accurate information.

7. Additional Support

71 Employee Assistance Program

[Company Name] provides access to an Employee Assistance Program (EAP) that
offers counseling and support services for new parents. This service is
confidential and available 24/7.
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7.2 Lactation Support

Upon return to work, [Company Name] provides lactation rooms and reasonable
break time for nursing mothers to express breast milk for up to one year after the
child's birth.

7.3 Childcare Assistance

[Company Name] offers a childcare subsidy program to help employees manage
the costs of childcare. Details of this program are available from the Human
Resources department.

8. Non-Discrimination and Anti-Retaliation

[Company Name] prohibits discrimination or retaliation against any employee for
requesting or taking parental leave. Any employee who believes they have been

subject to discrimination or retaliation should report their concerns to the Human
Resources department immediately.

9. Policy Review and Updates

This parental leave policy will be reviewed annually by the Human Resources
department to ensure it remains compliant with applicable laws and continues to
meet the needs of our employees. Any changes to the policy will be
communicated to all employees in a timely manner.

10. Contact Information

For questions or concerns regarding this policy, please contact:
[HR Contact Name]

Human Resources Department

Email: [HR Email]

Phone: [HR Phone Number]
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11. Acknowledgment

All employees are required to acknowledge receipt and understanding of this
Parental Leave Policy. Please sign and return the acknowledgment form to the
Human Resources department.

By implementing this comprehensive parental leave policy, [Company Name]
demonstrates its commitment to supporting employees and their families during
this important life transition. We believe that by providing generous leave benefits
and support, we can foster a positive work environment that values work-life
balance and employee well-being.
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